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Note: This box will mention things that require special 

attention.  The symbol in the left column indicates 

an important note to remember.  

This box will include useful advice as you work 

through the system.  The pointing hand always 

indicates a "TIP". 

Tip: 

If you have questions about your BEDS data uploads, please contact: 

 

Public Schools: 
 

Margie Hanson 

 email at margaret.hanson@iowa.gov or phone 515-281-3214 

Rachel Kruse 

 email at rachel.kruse@iowa.gov or phone 515-281-4153 

Gary Kirchoff 

 email at gary.kirchoff@iowa.gov or phone 515-281-6278 

 

Nonpublic Schools: 
 

Paul Miller 

 email at paul.miller3@iowa.gov or phone 515-725-2252 

 

 They will be able to assist you with questions regarding the Project EASIER 

web site. 

Questions: 

This manual was designed to be used as a reference guide to help you with 

the Iowa Department of Education Project EASIER web processing appli-

cation. This web application will help you transfer your Student Informa-

tion Systems (SIS) data into Project EASIER and create BEDS reports 

more efficiently and effectively by automating the process of data report-

ing. 

 

We have included some notes and tips that are designed to highlight impor-

tant topics 

ABOUT THIS MANUAL 

? 
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 The Iowa Department of Education Project EASIER BEDS data upload site 

can be found at the following URL: 

 

https://www.edinfo.state.ia.us 

 

 

You will need to open a web browser program to use this application. Exam-

ples of common browsers are Microsoft Internet Explorer and Netscape Fire-

fox. 

 
 

 

 

 Opening the Web Site 

 Logging Into the Applications Server 

 Application Menu  

 File Processing 

 Errors and Warnings 

 Viewing Reports 

 Review and Certify 

  
  

The EASIER Web Application 
  
  

LOCATION:  

OPENING THE WEB SITE 
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LOGGING INTO THE APPLICATIONS SERVER 

The website, login ID and password are given to you by your district 

administrator or their representative for the completion of BEDS 

reports.  The login ID is not case sensitive but the password is 

case sensitive. 

 

Click on the Submit button. 

After you open your browser and go to the Department of Education EASIER  BEDS web site, you will 

see the following screen: 

 

 

 
You should not use the  “Refresh,” “Back,” or 

“Forward” browser buttons with this web site. There 

are links in every page to direct you to other screens. 

Tip: 
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APPLICATIONS MENU 

Once you have logged in , you will see a screen similar the following one.  You may have more or 

less Application choices available to you, depending on what your administrator has given you the 

rights to see.  We are interested in the one that gives the Project EASIER for the correct submission 

period.  The submission periods are Fall, Winter and Spring. 

 

Make sure you select the correct submission period and the correct year. 

Your Login name, User name and School District name will appear in the 

top row. 

 

Click on the button for the correct submission period and year.   

 In this example we are using ―Fall 2011‖. 

 

Click on the button when you have finished with the BEDS site.   

 Reminder:  Do not use the Refresh, Back or Forward browser buttons 

while using this Website. 

 

 

 
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EASIER MAIN MENU 

The Project Easier main menu looks like this: 

The EASIER web application main page contains links to the tools which 

allow you to submit files, edit and review submitted files and to 

review and certify district data. 

Click on the         button in the upper right hand corner when you are finished 

with this page. 

On the next page we will take a closer look at the different parts on the 

EASIER Application Menu. 

 
If at anytime you wish to return to this page, 

click on the word “Easier” in the upper left hand 

corner of the screen. 

Tip: 
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Let‘s break this page into the different parts: 

 

PART A.  The message in red clearly tells you your district‘s status for this collection.  A district is not  

 finished until the district is certified. 

 

PART B.  If there is a message in the shaded box – please take the time to read it.  It will give you relevant 

 information about timeframes, deadlines, and procedures. 

 

PART C.  Software Status provides you relevant information regarding the status of your vendor.  You can 

 click on a Vendor to find any known issues/comments.  Please make sure your vendor has 

 been approved to submit files before sending any test files.  

 

PART D.  Contact information.  Never hesitate in contacting any of the EASIER consultants with ques-

 tions or concerns.  Their names and phone numbers are listed on the bottom of nearly every 

 EASIER page from here on in, and their names are hyper links to their email address.  

 

 You may also call (515) 242-5976 for any available consultant.  Please appreciate the fact that as dead-

 lines draw nearer, our phones become busier – but we ALWAYS return calls of those who leave a mes-

 sage and phone numbers 

 

PART E.  Steps involved from file upload to file certification.  Files are uploaded into ‗one system‘ and 

 moved into another ‗system‘ once errors are corrected and files are approved.  Given the status of 

 your file you will click into the respective step to  review and/or work with your file(s). 

A 

B 

C 

D 

E 
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FILE PROCESSING—Submit File 

Clicking on Submit File will display the screen shown below.  There are multiple parts to submitting your 

file and each will be described. 

Start by clicking on the ‗Browse‘ button and direct it to the file you created for submission – click ‗Open‘ to 

select the file and then click the ‗Upload Selected File‘ button.  The file will be uploaded into the EASIER 

system. 

As the file is being uploaded into the EASIER system, it will go through a series of validation checks.   

Your file will also be assigned a file id once it has made it through the first set of validations .  Please keep a 

record of this number for future reference 
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Note: Sometimes your file may not reach the File ID dia-

logue and instead you may receive one of the below 

screens (or one like them) indicating a File Error. 

 

If you do  - Do  Not Panic! 

 

Contact one of the staff listed for assistance and they 

will be able to assist you in what to do next. 

 
You may have opened your file in Excel or a word 

processing program and then saved it as a text file. 

Tip: 

Hint: Do not open the exported file in another 

program before submitting your file. 
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If all went well and you received the above dialog, record the File ID number and click ‗Continue to Next 

Step‘ to read the Student Records. 

 

 

Click ‗Continue to Next Step‘ to complete the data validations. 

You may receive a message to wait while the system is either Reading or Validating your information.  This 

is usually a short time depending on the size of your file.   

 
Relax.  Take a break and get another cup of coffee, 

but only a half cup if it is a small file. 

Tip: 

Once the validations have completed, click ‗Continue to Next Step‘ to view the File Summary page. 
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Again, let‘s break this into the different parts… 

 

PART A.  This is your File ID – the number that was assigned during the upload.  This is the best reference if 

 you have any questions about a file so please keep track of which files belong to which buildings. 

 

PART B.  We will come back to this one in a moment. 

PART C.  Records Summary:  This is the best place to start in determining whether your file is ‗complete‘ or 

 not.  If there are supposed to be hundreds of students in this file, and the Records Summary table is 

 telling you there are only 35 students – there is an issue with the extract and you probably want to 

 Abandon this File at this point.  The same is true for the courses (most likely relevant at the 7-12 

 grade levels), suspensions/expulsions, etc. 

  

 PART C2.  Program Indicators/Data Elements link (Clicking on the ―View‖) will show you even 

   more summary numbers.  Elements with a value of 0 are highlighted in BOLD RED to 

   help ensure that your preliminary counts are at least  ‗in the ball park‘.   

NOTE:  Part C and what is shown in Part C.2 (on the next page) are not your final numbers, they are 

offered only as a summary to help you determine the degree of ‗completeness‘ of your file. 

A 

C.2 

C 

B 
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PART B.  If the File Summary numbers and the Program Indicators / Data Elements numbers look okay, 

 you can proceed with your Errors and Warnings 

Each file is allowed up to 30 errors before you are required to submit a new file.  Regardless of the number 

of errors, it is highly recommended that districts use these error/warning messages to make the necessary 

corrections and updates to their SIS and submit new files. 

You can do a quick review of Errors and  Warning at this point or return to this list in the ―Edit, Review, 

and Approve File Data‖ dialog screen as discussed next. 

37 
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Clicking on the ―Edit, Review and Approve File Data‖,  after your first file upload was successful, you will 

see a screen like the one below. 

After clicking on the ―Edit, Review and Approve File Data‖,  after multiple files have been uploaded, you 

may see a screen that looks like  this one.  This is when you may want to use the ―Filter File List By:‖ pop 

up to limit what files you see on the screen. 

Note that some of the files here are shown on the screen in Red and the Current Status shows them as ―File 

Abandoned‖.  This is when you may want to use the ―Filter File List By:‖ pop up to limit what files you 

see on the screen. 

If you have only submitted one file and your screen looks like the one above then you may want to skip to 

page 16, but if your screen looks like below then you may not want to skip the next instructions. 

FILE PROCESSING—Edit, Review and Approve File Data 
 Selecting File to Edit: 
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By selecting the ―Usable Files‖ choice you can see that the list is considerably shorter and only files that 

can still be used are shown. 

To remove a file from usage click on the ―View‖ button of the file you may want to remove and you will 

be given the options of Back to Previous Page, Abandon This File and Repeat Data Validation.  If you 

click on ―Abandon This File‖  you will be given a chance to ―Confirm‖ or ―Cancel‖ your choice.  If you 

choose Confirm then the file‘s status will change to Abandoned.  If you suddenly realize that you actu-

ally did Abandon the wrong file—don‘t panic.  Contact one of us at the state and we have the ability to 

still Un-Abandon your file for up to two days. 

 

If we ―View‖ File ID 11 in the list above we find that it has a large number of errors (as shown below) 

and knowing that File ID 20 is the same file with fewer errors makes File ID 11 an ideal candidate to be 

abandoned. 

Now that we have a file submitted we can take a closer look at the errors and warnings in order to make 

corrections to the data and to be one step closer to approving the data and certifying our district‘s infor-

mation. 
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Clicking on the ―Edit, Review and Approve File Data‖,  gives you the list of files that have been submitted.  

If you have only one File showing as above or know which file you want to Edit, click on the ―View‖ but-

ton of that File to open the screen into the View and Correct Errors screen. 

FILE PROCESSING—Edit, Review and Approve File Data 
 Viewing Errors: 

 
Note: An asterisk (*) by any of the error categories represents a ‗fatal error‘.  

This means there is at least one error in this category that will prevent 

you from continuing on with this file.  If this happens, you will need to 

correct that error in your SIS and submit a new file. 

Three  of the most common ‗fatal errors‘ include 1) Using a retired (or 

invalid) stateid for a student; 2) Not having a removal record for a stu-

dent that has been exited with an Expulsion Code; and 3) Local Course 

Section Number is missing. 



Iowa Department of Education 

Project EASIER Web Application:  BEDS Processing 

Page  17 

If your list of errors does not include an Asterik (*), and your file has fewer than 30 errors, you will be 

given the option to make corrections on the EASIER file with a New Value field.    If you choose this op-

tion it is important that these same corrections get made in your SIS.  Any errors that are NOT corrected in 

your SIS will generate the same errors during the next upload.  It is highly recommended that you print off 

the errors, go back to your SIS, make the needed corrections and upload a new file. 

 

If you click on the error category you will get a list of the errors by student.  Below is an example of a file 

with some Demographic, Curriculum and Enrollment errors and what you would see if you clicked on 

―View and Correct‖ for each one. 

 
This is a good time to print out the errors so that 

you can mark the changes and then make sure that 

the changes also get updated in your SIS system.  

This is especially critical if you are going to make 

changes directly online. 

Tip: 
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Note that on each of the screens the data is based on individual students and their records as reported to 

EASIER.  There may be more than one error per student but many times multiple errors may be created by 

only one problem. 
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Data validation Warnings are considered ―Yellow Flags‖.  This means that a warning is an item that needs 

to be checked because there are instances where it may be the correct answer and instances when it may be 

the wrong answer.  An example may be that the SCED course code shows course as worth more than 1.0 

Carnegie units.  This may be true if this is a Vocational course but probably not true for an English course. 

Another example is a teacher folder number may not have been reported in the Fall BEDS reporting time 

because they didn‘t start until midyear. 

FILE PROCESSING—Edit, Review and Approve File Data 
 Viewing Warnings: 
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FILE PROCESSING—Edit, Review and Approve File Data 
 Editing Errors - Students: 

Editing errors can be done from your view screen.  You will be able to enter ―different‖ information into a 

field on the screen you are viewing or you will be presented a list of available entries where you can make 

a selection. 

 
Note: Any modifications or changes you make online must 

also be entered into your SIS system. 

Select the section you wish to edit—Demographics, Curriculum or Enrollment. 

If you have chosen Demographics you will note that the students name is highlighted in blue on the screen.  

By clicking on the students name you are given a second way to make changes.  Clicking the name will 

move you to a screen that gives many areas that can be changed.  Make sure you understand what the error 

is and what needs to be changed to correct the error if you use this screen. 

 

In this example for the first student, the Entry date in the District is missing and by clicking on the students 

name, this shows a second location where the date can be entered into the screen and the error is solved.  

However you may find that in examining an error you will find that the error is actually caused by an in-

correct entry in another field (see the example for the Enrollment records for this type of situation). 

Enter/Change 

 Data 

Check List 

Click name to access 

additional fields to 

change 
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Note all of the fields that can be changed and there are many more if you scroll down on your screen.  In 

this case, the one we want to change is the ―Entry Date into District‖ and it is on the first screen.  Click on 

the field and enter the correct information.  Click ―Save Changes‖ at the top of the screen (if you had to 

scroll down to get to the correct field, you will have to scroll back to get to the top of the screen) and you 

will receive a message telling you: ―Student Update Successful‖.  Now you can close this screen.  If you 

close before you Save you get to make the change all over again. 

 

As you get used to working with the screens you will learn the easiest method to make corrections. 
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Editing errors Related to Curriculum Data is done from the course and changes can be done from your 

view screen the same as on the student demographic screen.  You will be able to enter ―different‖ informa-

tion into a field on the screen you are viewing or you will be presented a list of available entries where you 

Different on this screen is that you are given a Details choice that is highlighted in Blue.  By clicking on 

Details you will be given a screen of all of the fields in the course record.  This screen is a view only and 

you must click the word Modify (highlighted in blue on the screen) to take you to a screen where any of 

the values may be changed. 

FILE PROCESSING—Edit, Review and Approve File Data 
 Editing Errors - Curriculum: 
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Note that all of the fields that can be changed are shown on this screen.  In this case, the one we want to 

change is the ―Section Delivery Method‖ and it is a pop-up list.  Click on the field and select the correct 

information.   

Click ―Save Changes‖ at the bottom of the screen and you will receive a message telling you: ―Student 

Update Successful‖.  Now you can close this screen.  If you make changes on the first screen you must 

click ―Save the New Values‖ button (see the arrow on the previous page). If you close before you Save 

you get to make the changes all over again. 

 
Reminder: Any modifications or changes you make online must 

also be entered into your SIS system. 
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FILE PROCESSING—Edit, Review and Approve File Data 
 Editing Errors - Enrollment: 

Editing errors Related to Enrollment Records is done from a combination of the student record and the en-

rollment record. Changes can be done from your view screen, the same as on the student demographic 

screen, if the error that needs to be corrected is on the screen.  You will be able to enter ―different‖ infor-

mation into a field on the screen you are viewing or you will be presented a list of available entries where 

you can make a selection.  Again the same as the Student screen. 

or 

Different on this screen is that you are given a Details choice that is highlighted in Blue and a Student 

Name choice that is also highlighted in Blue. 

 

The Student Name selection gives you the exact same screens as when editing the student screens as shown 

in the description of Editing Errors—Students. 

 

By clicking on Details you will be given a screen of all of the fields in the enrollment  record.  This screen, 

just as with the course screen, is a view only and you must click the word Modify (highlighted in blue on 

the screen) to take you to a screen where any of the values may be changed. 

 

This is the section that the error or errors displayed may not be the problem.  You will note that in the ex-

ample screen above that there are six errors for the first student.  After looking at the information in the SIS 

it was found that there were two enrollment records for which the first record did not have an exit date en-

tered.  By entering only that date, four errors will be corrected as those error checks were created as a re-

sult of one field missing information. 
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The next hurdle is making sure that the correct record is changed since we have two records with errors 

that they are missing an exit date.  Below I have shown the details for errors two and three.  Note that the 

only difference you can quickly see is that the ―Modify‖ is shown on different records.  Without further 

evaluation of these records it is hard to determine which record should be changed. 

It may be easier to look closer at the list of errors and choose another record that gives us a hint as to which 

record actually has the error.  The record below tells us that this record has an Exit Code but no exit date.  

This gives us the clue that this record needs an exit date. 

On this record we could also just add the correct exit date on the screen and click ―Save the New Values‖. 

 

We can also click the ―Details‖ and note that the ―Modify‖ button is on the second record that also shows 0 

Days Enrolled.  By now clicking the ―Modify button we are given the correct record with all of the Enroll-

ment fields and the Exit Date Highlighted in red on the screen, as shown on the next page.  Enter the cor-

rect date and click ―Save Changes‖. 

 

Use whichever method you feel comfortable with. 
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Reminder: Once again, the reminder to save changes and to make 

any modifications or changes you make online must 

also be entered into your SIS system. 
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EASIER—File Summary 
 Repeating Data Validation: 

The final step, after making changes to your online file is to ―Repeat Data Validation‖.  This is done by 

returning to the Error and Warning List screen and clicking on the ―Repeat Data Validation‖ button on the 

screen. 

This process does the same validation as when you first submitted your file and gives you a new count on 

your errors and warnings depending on what you have changed.  You can do this as many times as you 

would like. 

 

As you can see below the changing of the one date in the enrollment record corrected four of our errors. 

You need to repeat the editing of errors until that number reaches 0 before you can continue into the review 

of the data elements in your file. 

 

Next is Data Validation Warnings. 
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EASIER—File Summary 
 Data Validation Warnings: 

Editing warnings process is exactly the same as is done in editing errors with the exception that Warnings 

are just that—warnings.  They will not stop you from completing the EASIER certification but are items 

that have the ability to have more than one correct answer depending on the information for the warning. 

 

This creates a situation where your school will have to make a decision on which answer is correct.  From 

this sample data file we will give one example of where a warning is displayed but what is in the system is 

correct and another example where the information needs to be corrected. 

By clicking on the View and Correct next to Data Validation Warnings you will be given a screen such as 

shown below. 

This example shows that the only warnings that we have are in the Curriculum Data.  You may have warn-

ings show in any of the three areas: Student, Curriculum or Enrollment. 

 

The screen (on the next page) shows that all of our warnings are also related to Teacher Folder Numbers 

and they also all have the same Error Description. 

 

In this example the data was submitted in the Spring and the teacher for the 6th grade and 8th grade Lan-

guage arts was not hired until the second semester.  Since the State BEDS only collects the Teacher Folder 

Numbers in the Fall, this teacher was not in the Fall report.  Therefore, the data is not incorrect but simply 

needs to be updated from this report. 
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In the case of the Band instructor, they were on staff last Fall but apparently the 01 in the number was 

transposed and the actual number should be 979710.  This can be corrected here and then saved and 

―Repeat Data Validation‖ can be run again to update the submitted information.  

 
Note: All warnings do not have to be cleared but you 

should check all to make sure that any actual errors 

are corrected before continuing to the next step. 
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REVIEWING FILE REPORTS 

After the errors are corrected and your warnings have been addressed (corrected only if necessary), you are 

ready to ―Continue to Next Step‖. 

This will give you the chance to take a close look at each data element in your file and make sure the stu-

dent counts for each element (and the students) are accurate. 



Iowa Department of Education 

Project EASIER Web Application:  BEDS Processing 

Page  31 

Elements labeled in italics are ‗non-seasonal‘ elements.  Although the data should be accurate, this element 

is not part of your district certification this session. 

Each element can be displayed by building (if there is more than one building represented in the file) and 

each table is presented by grade level, race/ethnicity, and gender  
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This example displays all of the elements tied to a student‘s enrollment.  As in the file validation process – 

you can click on Modify to correct any of these enrollment-related elements (with the exception of Entry 

Date), or you can click on the student‘s name to correct demographic or program-related elements (e.g., 

change IEP status from ‗1‘ (Instructional IEP) to ‗2‘ (Support Service Only IEP). 

Once you have reviewed each of the file-level reports and have determined the numbers and students are 

accurate, you can Approve the File  

Within every table, each row heading (i.e., Grade) and column heading (race/ethnicity and gender) are hy-

perlinked and will take you to the list of students within that row or column heading.  Below is an example 

of what is displayed after clicking into the student level. 
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GIVE FINAL APPROVAL TO FILE 

You will then be given one final summary of the numbers and a reminder of the fileid that you are approving. 
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Again, if the numbers are accurate and you‘ve noted the fileid, click ‗Confirm‘ on the bottom on the page.  

At that time the file gets moved to your District Certification Page and will be merged with other files sub-

mitted from your district as they are approved.  Once you‘ve approved a file, you are no longer able to 

make edits/corrections without rolling the file back to the File-Report level (explained in part D of the next 

section).   

REVIEW AND CERTIFY DISTRICT DATA 

Once all of the buildings in the district have submitted and approved files, your district is ready to review and 

certify the district-level reports (Step #3 on the EASIER application page).  This page offers the same type of 

reports that were reviewed at the file level, but presents the numbers for the district as a whole.  This page also 

provides various notes and links that we will address separately  
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D 

 1.  Not all schools have submitted - All buildings in the district with students enrolled, need to have a 

  file submitted and approved (see Section II) 

  2.  Students reported as Active in the Fall Data but not represented in the Spring data - Your district 

   reported students as active in the previous reporting cycle but those students are not included in 

   your current district files (active or inactive).   To see a list of these students, click on the link of 

   ‗Please Review Potential Student Errors‘ and look at the list of Missing Actives.  NOTE:  This is 

   a seasonal check, so in the fall we look for those non-graduates reported active in the previous  

   spring. 

 3.  No students with Graduation Status = ‗1‘ – If your district houses grades 9 through 12, it is expected 

   that you will have graduates reported in the spring.  This does include early graduates. 

 4.  Students reported as Graduates in the Fall data but not represented in the Spring data – this is a  

   reminder to make sure your early graduates have not been mistakenly ‗dis-included from state  

   reporting‘.  To see a list of these students, click on the link of ‗Please Review Potential Student 

   Errors‘ and look at the list of Missing Graduates. 

 5.  No students with At-Risk = ‗1‘  - If your district receives Modified Allowable Growth monies to  

   serve At Risk students, it is expected that you have students identified as At Risk and in a pro- 

   gram funded by Modified Allowable Growth 

 6.  PSEO amounts do not agree - In Spring collections, the PSEO enrollments in your district do not  

  mesh with the dollar amount spent on PSEOs as reported in Spring BEDS 

 7.  7-12 building with no reported Removals – In Spring collections, for districts housing grade levels 7 

  through 12, it is expected that there will be at least a handful of in-school or out-of school  

  suspensions.  Make sure these incidences are getting reported in your SIS in the proper fields. 

PART A.  District Status:  The Certify Button is available only when your district has everything needed to 

 certify.  The notes in red on the top of the page tell you what is missing or what needs to be corrected 

before your district can certify.  The complete list of requirements is as follows: 



Iowa Department of Education 

Project EASIER Web Application:  BEDS Processing 

Page  37 

 8.  Students Transferred within District with no Additional Enrollment - Your district has reported students 

as Transferred Within District, but there is no subsequent enrollment.  In this case either the exit code 

is incorrect, or the student was never properly entered in the new school building.  To see a list  of 

these students, click on the link of ‗Please Review Potential Student Errors‘ and look at the list of 

students with Incomplete Within District Transfers 

 9.  End or Change Enrollment with No Additional Enrollment – Your district used the Exit Code of 

‗14‘ (End or Change Enrollment) on a non-CPI or non-shared time student with no subsequent en-

rollment.  In this case, either the exit code is incorrect or the student was never properly re-enrolled.  

To see a list of these students, click on the link of ‗Please Review Potential Student Errors‘ and look 

at the list of students with Invalid End or Change Enrollment. 

  

PART B.  The information in the shaded box tells you what you are seeing in the table below.  The program-

ming compares your current number/counts to previous numbers/counts and indicates those fields 

with a sizeable percentage change (+/-20.0%).  This does not necessarily mean the current numbers 

are incorrect, but we do need you to indicate as such by checking the box in the Accept Warnings 

column in the far right hand column. 

 

 If you find that the numbers currently reported are incorrect, you will need to either roll back the  

 current file(s) and make the necessary corrections (see D below), or make the needed corrections in 

 your SIS and submit new files. 

 

PART C.  These are the data elements your district is certifying for the respective season.  The Reports column 

  (left column) indicates the element, the Description column provides the definition of which students 

  are included in that report, the Detail column is an option for some elements and gives the option for 

  more detail.  The current season numbers/counts will be the first set of numbers provided in the 

  comparison columns on the right (in this case Spring 2011).  The programming compares spring 

  elements to the prior spring and/or the prior fall.  The Accept Warnings box is relevant only for 

  elements in which numbers have changed by +/- 20.0% (see B above). 

 

 When you click into any of the elements in the left-hand column, you will find a summary table of 

 that element by building and grade level. 
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If you click into any of the counts by grade level or building, you will get a breakdown by race/ethnicity 

and gender of students included in that count  

As with the file-level reports, if you click into any number in the table, you will be given a list of the stu-

dents included in that count.  Note that each of these pages provides a title (to remind you of which indica-

tor you are reviewing), and building number.  At the student level, you are also provided the FileId in case 

corrections need to be made or replacement files need to be sent. 

D 

PART D.  If after you have reviewed all of your information and if you find something that still is not accu-

rate, you have an additional chance to make changes.  Click on ―Edit‖ as shown below.  This will 

give you a screen that will allow you to roll back your file so that you can make additional edits to 

the individual records to make any final corrections 
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Once you have reviewed each data element and are confident that the numbers and students are accurate 

for each, and have met all of the requirements for certification  - you are able to certify your district.  

NOTE:  Once your district has certified, you will no longer have the ability to roll files back to make modi-

fications without contacting an EASIER consultant.  Once your district has certified, those numbers are 

used in respective federal reports, AYP, Certified Enrollment, Modified Allowable Growth, SBRC, Sup-

plementary Weighting, APR, various other applications.  The certified numbers are also archived and 

stored in EdInsight (the data warehouse). 

 

To summarize the EASIER process: 

 

 1.  File is extracted from your SIS and saved on your desktop 

 2.  Log into EdInfo – select EASIER application 

 3.  Click on Step #1 to upload your saved file(s) into the EASIER system 

 4.  Check and clean any validation errors (and warnings if necessary) 

 5.  Review file reports to ensure file is complete and accurate 

 6.  Approve file 

 7.  Once all buildings have submitted and approved files, the district is ready to certify. 

 8.  Contact an  EASIER consultant if you have any questions/concerns regarding any of the steps 

above.  

By clicking on the ―Roll back the file‖, you will be returned to the screen that shows the individual files 

that have been submitted (below).  Make any changes and then re-approve the file(s) that apply to your 

schools certification.  Re-review all of the district data to make sure it is now correct. 


